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Allen National School   

DATA RETENTION PERIODS FOR SCHOOLS 

 

 

 

 

 

Records relating to 
pupils/students 

 

Primary Vol.Sec C&C ETB Confidential 
shredding 

Comments  

Enrolment Forms Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 
years  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 years  

Confidential 
shredding 

18 is age of majority plus 7 
years (6 years in which to 
take a claim against the 
school, plus 1 year for 
proceedings to be served 
on the school)  

Student transfer 
forms (Applies from 
primary to primary;  
from one second-level 
school to another) 

If a form is 
used- Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 
years  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 years  

Confidential 
shredding 

Student reaching 18 years 
+ 7 years (6 years in which 
to take a claim against the 
school, plus 1 year for 
proceedings to be served 
on the school) 

Student Records Primary Vol Sec. C&C ETB Final 
disposition 

Comments 

Registers/Roll books Indefinitely Indefinitely Indefinitely Indefinitely  

 

N/A Indefinitely.  Archive when 
class leaves + 2 years 

State exam results N/A N/A N/A N/A N/A  SEC responsibility to 
retain, not a requirement 
for school/ETB to retain. 
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Disciplinary notes Never destroy  Never destroy  Never destroy Never destroy  N/A Never destroy  

Results of in-school 
tests/exams (i.e. end 
of term, end of year 
exams, assessment 
results) 

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 
years  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 years  

Confidential 
shredding 

18 is age of majority plus 7 
years (6 years in which to 
take a claim against the 
school, plus 1 year for 
proceedings to be served 
on the school).  

End of term/year 
reports 

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 
years  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 years  

Confidential 
shredding 

18 is age of majority plus 7 
years (6 years in which to 
take a claim against the 
school, plus 1 year for 
proceedings to be served 
on the school) 

Records of school 
tours/trips, including 
permission slips, 
itinerary reports 

Never destroy  Never destroy  Never destroy  Never destroy  N/A Never destroy  

 

Scholarship 
applications e.g. 
Gaeltacht, book rental 
scheme  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 
years  

Student 
reaching 18 
years + 7 years  

Student 
reaching 18 
years + 7 years  

Confidential 
shredding 

18 is age of majority plus 7 
years (6 years in which to 
take a claim against the 
school, plus 1 year for 
proceedings to be served 
on the school) 

Garda vetting form & 
outcome - STUDENTS 

N/A as 
primary 
schools pupils 
will not be 
undergoing 
vetting 

Record of 
outcome 
retained for 
12 months.  

Record of 
outcome 
retained for 12 
months.  

Record of 
outcome 
retained for 12 
months.  

Confidential 
shredding 

Record of outcome 
retained for 12 months. 
School to retain the 
reference number and 
date of disclosure on file, 
which can be checked with 
An Garda Siochana in the 
future.   

Contact Tracing 
Records for COVID-19 

Clarification to 
be sought 
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for Visitors to the 
school 

from DES and 
entered here 

 

 


